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Lesson 14 Copying and Deleting a Project 
 COPY A PROJECT 

Step Action 

1  From Task 1 Enter Project Data, click on Copy Project. 

 
 

 2 

 

On the Project Copy window, select the checkbox(s) to identify which project 
information to copy for the new project. Click Copy at the bottom left. 

 
 

Note: The Statement Copy Details box on the right identifies which information 
will/will not be copied. 

 

3 

 

Click Open Copy in Guided Process Tool. 
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Step Action 

4 

 

 

From the Guided Process Tool, update the project name and any other 
information required. 

 

DELETE A PROJECT Method 1 

1 Note: Deleting a polygon (or shape), will delete all associated data.  

 

Locate the project in the search window, click on Apply Feature Filter. 
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Step Action 

2 Click on the blue project point.  

 Right click over the project name to open a menu of options. Select Delete 

Feature. 

 

3 Type delete in the box, click the Delete button. 
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DELETE A PROJECT Method 2 

Step Action 

1 Locate the project in the search window, click on Apply Feature Filter. 

 

2  Click in the project boundary (in blue). 

 Click on the arrow in the upper left of the orange feature frame box to open a 

drop down menu. Select Delete Project. 

 

3 Type delete in the box, click the Delete button. 
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DELETE A PROJECT Method 3 

Step Action 

1 Locate the project in the search window, click on Edit Project. 

 

2 Click Edit Project Shape. 

. 

3 Click the Delete button. 

 

4 Type delete in the box, click the Delete button. 

 

 


